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With extensive experience providing administrative, secretarial and IT support to management, 
volunteers, and members in challenging and time-sensitive workplaces in the public and private sectors, 
| am highly organized, efficient, and proactive. Utilizing my initiative and report writing skills, | deliver 
high quality work consistently while meeting deadlines and maintaining confidentiality with strict 
adherence to internal rules and processes, and to employment law. | am now looking for a new 
opportunity where | can apply my technical expertise and interpersonal skills within an exciting firm with 
solid growth prospects. 


Experience 


Social Media Executive / Spectrum Solutions, Karachi 


My core role at Spectrum was to brainstorm, generate, and release content on each of a given 
company's social media accounts. Mentioned below are my responsibilities. 
e Creating written pieces that are sharp, memorable, and effective at prompting readers to act. 
e Collaborating with Videographers and Multimedia Designers to ensure that posts are engaging. 
e Optimizing content for publication across various social media sites. 
e Scheduling copy for release at optimal times. 
e Monitoring users' engagement with and feedback on every post. 
e Analyzing and reporting on the effects of publications. 
e Maintaining a secure database of all login credentials. 
e Remaining abreast of changes to all pertinent social media applications. 
e Exploring the potential value of social media sites that are not yet in our repertoire. 


Student Relation Officer (SRO) / Aptech Learning, Karachi 


My core responsibilities were for improving the level and intensity of engagement of undergraduate 

engineering students. 

e To maintain relevant noticeboards for Exam timetables, Events, Project, and Academic success. 

e Participate in Attendance monitoring system and control absenteeism. 

e Alert the Center Manager regarding center requirements for stationery, marketing Collateral, 
office supplies, etc. 

e Maintain and monitor center infrastructure. 

e Establishing and maintaining positive relationships with students. 

e Responding to student queries within required timeframes and updating student records 
accordingly. 

e Providing technical and administrative support as needed to students in the use of the student 
portal. 

e Arrange Alumni, get to gather, trainings, brainstorming sessions etc. for students. 

e Manage and Coordinates with student regarding student activities, workshop, and seminar. 


Law Associate / Muhammed Faroog & Co. Pvt Ltd, Karachi 
My core responsibilities range from conducting legal research, drafting and reviewing documents, 
communicating with clients, preparing hearings, trials, and meetings, and organizing and maintaining 
documents. 


Education 


Bachelor’s in computer science / Preston University 


Computer Literacy: 


e Complete MS Office 
e Documentation & Communication 
e Marketing & Management 


